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29 June 1973 


HBCRAJf&ftl FOR; Deputy Director for Management and Services 
SUBJECT : Weekly Report - Office of Training 


X. Recent Activities 

A. Nttiaggwmt Self-Study Program 

Additional material in the fora of textbooks is being requisitioned 
in order to provide background for the basic ideas contained in the audio 
and video tapes already requisitioned. The reading list will include such 
texts as Management By Objectives by John finable. The Motivation to Work 
by Frederick Herzberg, The Age of Discontinuity by Peter Oruckser, blew 



planned self-study centers 


These books will be locitST 


In addition, m have ordered Series I of the "Effective Management 
Program" developed by International Behavioral Consultants. This consists 
of ten cassettes covering basic topics such as employee interviewing , 
getting an employee off to a good start, getting responsibility into the 
Job, developing standards of performance, helping an employee learn his 
job, the performance appraisal interview, t he salary interview, managing 
discipline, handling personal problems, and employee development. Again, 
esch self '•study center will be supplied one copy. 


B. ftmdameatals of Supervision and Management 

treaty- two students attended a special FSH 18-22 June. This course 
was scheduled to satisfy the overflow of students wiio were unable to 
cttttd regularly scheduled FSMs and would not be able to attend the next 
scheduled FSM in October because it is filled. 


C. Tsdatlctl Writing Course 

STATINTL & 27 June Mr. I I , contract instructor for the "Practical 

Suiting** course being conducted for Office of Cksaamlcations employees, 
set with representatives from the Office of Technical Service/fl$§T, 
Information Services Division/DO, and Central Reference Service/DI to 
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STATINTL 
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iftssai M? a 1 

a course outline for their approval. If it is decided to *^ ch 

a course, the first session is scheduled tentatively for early fall at 


D 


July 1973 Cf Class 

■jw roster for the July 1975 CT Class is now complete. There will be 
21 in the class; 25 of whan are externals. Pour of these are women. 

E. Visit by OP Representative 


II. 


Mthlv“*udit svstm and that he will send a HtiatiLiartei's^iewwwew^ 1 
to the Pi f«* In Lite July to assist in the first of the FY 1974 accountings. 

K Briefings 

da the evening of 26 June, la the Headquarters . Ajd ^toriue, aCIA 
prograa was presented for 123 am&ers of the Presi dent ial &«$s>v<xm. 

TheSraat consisted of a showtog of JSJ* 

followed by a briefing and », ^ 5t io^ and- answer perd. Thiswas 
followed qp by leading a student seminar at the Sbwrehae, Hal* J* 
tha as idience consisted of High School teachers , the other half jwj® 
students. Normally the suaeer sessions arc only for teachers , but this 
000 (the first of three this sunoer) was eeabined with a special wm&r 
session for students. 

The last of six consecutive weekly programs for new same m&ay&ts 
f aro i to dn& tely 100) was conducted on. Wednesday of this week. s 
iSf m 0«^er his given each of the briefings m the organisation 
function of the Agency. Plans call for a meeting of all asraer 
eapleyees saaetirae in July to hear a talk by Mr, Colby. 

Uacocdac Developments 

A, Special Information Science Borksiipps 

Plans have reached an advanced stage for a special 
Workshop for the Office of Finance tentatively scheduled for Deceafcer 1973. 
Also, two meetings have been held with the Iaagery A^y^s Servicc look- 
ing toward a special program for their personnel in April 1^4. rnesc 
i rffi be the first coqponeat-orientecl courses attempt <4 by the Inforaation 

Science Training Staff, 
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*t have scheduled a meting for Monday, 2 July, in Headquarters , of 
representatives of axaponents concerned with procuremen t and use of 
television equipment* Components to be represented are I 1 CHS, OTS, 

arcs, mpic md am. statspec 


Since it is the first meting an the subject of IV utilization, we 
leofc to it as a session primarily concerned with identifying component's 
problems from which plans can be formulated in subsequent meetings to 
deal with these problems. 


STATINTL 


Alfonso Rodriguez 
Director of Training 
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